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Overview

A Banking Services Request form is required for a bank account to be inactivated. The Banking
Services Request form will appear in the Worklist. The Financial Administrator or the Financial
Specialist will request from the Division of Treasury and complete the Treasury Management
Service Request form to have the bank account closed at the financial institution.

The financial institution will send the Division of Treasury a confirmation that the bank account is
in the process of being inactivated. Once all transactions for the bank account have been settled
and there are no outstanding items, you will be able to begin the bank account inactivation process
in Florida PALM.

Inactivate External Account
1. Navigate to the External Accounts page
a. Navigation: NavBar > Menu > Banking > Bank Accounts > External Accounts
End user will be directed to the Find an Existing Value page
Enter Bank Code: Select the bank you are inactivating (e.g., BOA, WELLS)
Enter Bank Account: Last 4 digits of the bank account number, or
Enter Bank Account #: Bank account number will include the Agency Location number
or the last 4 digits of the bank account number and the bank account name
Click Search
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External Accounts

Find an Existing Value @Add a New Value

~ Search Criteria

Enter any information you have and click Search. Leave fields blank for a list of all values.

@ g:::g‘t:es Choose from recent searches V‘ f H §avedl_ ‘ Choose from saved searches V| /

*SetiD

STATE Q

Bank Code | begins with V| |BOA Q|

Branch Name | begins with V| | Q |

Bank Account | begins with v| |9999 |

| |
| |
Description | begins with

Account Status | = v| | v|

External Bank 1D | begins with

Bank Account # | begins with

~ Show fewer options.

[ Case Sensitive

~ Search Results

1rows - SetlD "STATE" Bank Code "BOA" +1 more

1w | view Al
SetiD Bank Branch Bank External Bank Account # Ly Currency ghsiness Account
Code Name Account Bank 1D P Code Unit Status
LEG CC SUB
STATE BOA MAIN 9999 099999999 | 1100000_LEGISLATIVE_SERVICES_CC ACCOUNT UsD 11000 Active »

Figure 1: External Account Navigation

7. Under the External Accounts tab, change the Status to Inactive
8. Click Save

PALM N S

TECH 2 FINANCIAL EDUCATION

.. N PROVIDING KNOWLEDGE: BUILDING SUCCESS
Training, Enrichment,
Communication, & Help



I: |eri d a PALM Department of Financial Services

Planning, Accounting, and Ledger Management Inactivate Bank Account in Florida PALM
Job Aid

6_\@ Q

o

External Accounts

I External Accounts I Signatories Contacts Beconciliation Account Information Collection Methods Payment Methods Account Settlement

External Bank 1D 063100277

SetiD  STATE Bank BOA Bank of America

Account Information

*Status: *GL Unit: 11000 Q
[wan o] ®

099999999

Bank Account: gggg

*Description: |LEG CC SUB ACCOUNT Short Desc: (CC SUBA *Branch

*Account # |11OUUDU_LEGISLATWE_SER\HCES_CC |

Sender DO: l:l RFC
DFI Qualifier: Transit Number DFIID

| Other Identificalion

IBAN: |
Valid Account Currencies Account Use
“Currency Code: = Acct Type: L] B ar Oap GTR  LEX OepP
“Rate Type: |CRRNT  Q [ DDIAR Draft Cash Ctrl [ cash Clearing TRF Charge
Drafts Payable Stmt Accounting [ Dep in Transit

l

*Index: |MODEL

Figure 2: External Account Page Navigation

9. Send an email to the Division of Accounting and Auditing (A&A) and request the GL
Cash account to be inactivated. Make sure that you provide the “as of” date of when this
account should be inactivated. The GL Cash account is located under the Bank Account

Ledger Types.

Bank Account: gggg; =Status: | Inactive vl *GL Unit: | 11000
B
*Description: |LEG CC SUB ACCOUNT Short Desc: |CCSUBA *Branch: | MAIN Q, B

*Account #: |I1C|I]EII]D_LEGISLATIVE_SERVICES_CC |
Sender DO: l:l RFC: lj
DF1 Qualifier: Transit Number DFIID: | 099999999

‘ Ofher Identification

IBAN: |
Valid Account Currencies Account Use
=
*Currency Code: & AcctType: | CreditGCard v| BB Gar Oap GTR OEx Oep

*Rate Type: |CRANT  Q CJDDIAR Draft Cash Ctrl I cash Clearing TRF Charge
Drafts Payable Stmt Accounting [ Dep in Transit

*Index: |MODEL

I

Bank Account Ledger Types

@ 130i5w| > 3 | viewan

ChartFields e

Acct Type Organization *Account Fund E:ﬂg‘ﬂ Category State Program Project Contract oAl
B Cash-AR
B Fees 780003 Q
B Cash
s ]} L]

—
Save ’ Retum to Search H Motify ] Add Update/Display Correct History

Figure 3: Selecting GL Cash Account

Remove the account from the BAI2 Code Mapping
1. Return to the Code Mappings page
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a. Navigation: NavBar > Menu > Banking > Administer Bank Integration > Bank
Integration Code Map > Code Mappings

Florida PALM will direct you to the Find an Existing Value tab

Enter BAI2 in the Code Map Group field

Click Search

Select Code Map Group in the Search Results (BAI2 Mappings)

abrwd

Code Mappings

Find an Existing Value @ Add a New Value

v Search Criteria

Enter any information you have and click Search. Leave fields blank for a list of all values.

1y Recent | ~pooce from recent searches v Saved Choose from saved searches v
O Searches - | / 2 Searches - | /

Code Map Group | begins with |BAI2 |

~ Show fewer options

v Search Results
1rows - Code Map Group "BAIZ"

View All

Code Map Group Description

BAIZ BAIZ Mappings >

Figure 4: Code Map Group Search Results Navigation

6. From the Code Mappings page, click the magnifying glass in the Field Values section.

7. A pop-up box will appear. Input the Business Unit Code Mapping string for the account
to be inactivated. (See the example in Figure 5.)

8. Click Ok
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finupg2.fipalm.myfloridacfo.gov says

Code Mappings Enter search string:
‘ I 11000000_LEGISLATIVE_SERVICES_CC I
e
Copy

Mappings | Q| 105 V| ‘ > || > | View All

Code Map Group BAI2
Description | BAI2Z Mappings

*Mapping Name | BANK_ACCOUNT_NUM + [~

Default Value Retumn Input if No Match

Field Values &

D@ 1-5 ol 726 ~> | view100

Input Value Output Value

0222222222 | (1111111 00R gFT | [+] E|
= | [ commoraos | B[
[ a44aaaaaa | [999_pE0_omiGIN | E E|
| 565555555 | '|2999_conTROLLED DIse_SUB_AcCT | + | -]
£ ) e

9999_BOA_CREDIT_CARD

’ Retumn to Search ” Notify ] Add Update/Display

Figure 5: Code Mappings Value Navigation

9. Inthe Field Values table, click Minus (-) to delete the bank account
10. Click Save
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Code Mappings

Code Map Group BAI2

Description | BAI2 Mappings
Mappings @ I 1015 v |1 viewan

*Mapping Name | BANK_ACCOUNT_NUM | + —‘

Default Value Return Input if No Match

Field Values @

IRy K < [1150726 ~| > > | view100
Input Value Qutput Value

(0222222222 | [1100000_OFF_OF_LEGISLATIVE SERVICES | 4+
333333333 | | 2100005_STATE_ATTORNEY_5TH_CIRCUIT T -_—
444444444 | |[2100007_ST_ATTY_7TH_CIR_ST_AUGUST +| [-]
555555555 | [2100009_STATE_ATTORNEY_STH_CIRCUIT + |_|
099999999 | [2100010_sac_sTate_ATTY_tsT_circurT -+ |;|

[ Return to Search H Noify l Add Update/Display

Figure 6: Code Mappings Input/Output Value Navigation Figure 7: Code Mappings Navigation

PALM e -
TECH > FINANCIAL EDUCATION
c-rz:;rrar:rr::x1 Ei’ciﬂﬁﬁf'ﬁ'ﬂfp




Fl@ridaPALM

Department of Financial Services
Planning, Accounting, and Ledger Management

Inactivate Bank Account in Florida PALM

Job Aid
Inactivate Bank Account Recon Rules

1. Navigate to the Bank Account Recon Rules page

a. Navigation: NavBar > Menu > Banking > Administer Reconciliation > Bank
Account Recon Rules

Florida PALM will direct you to the Find an Existing Value page
Enter Bank Code: The bank account you are inactivating
Enter Bank Account: Last 4 digits of the bank account number, or

Enter Bank Account #: Bank account number includes the Agency Location number
Click Search

Bank Account Recon Rules

ourwN

Find an Existing Value
Search Criteria

Enter any information you have and click Search. Leave fields blank for a list of all values.

&) Recent Searches | Choose from recent searches v|# [ Saved Searches

Choose from saved searches V| Ve

*SetlD EI STATE
Bank Code BOA
Branch Name
Bank Account 9999
JExternal Bank ID
Bank Account #
Description

Account Status [= v|

P Lo

| b
~ Show fewer options

[CJCase Sensitive

Figure 8: Bank Account Recon Rules Navigation

7. From the Search Results section, select the row containing the Bank Code for
inactivation
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Bank Account Recon Rules Navigation

Bank Account [ pegins with w | (9999
External Bank ID
Bank Account #
Description

Account Status = ~ v

~ Show fewer options
[[J Case Sensitive

Search Clear [.] Save Search

Search Results

1rows - SetlD"STATE" Bank Code "BOA" +1 more

View All | (= First (¢ 10f1 (» Last

Bank Branch Bank External - Currency GL Business  Account
&=l Code Name Account Bank ID Erlezaridt Descheten Code Uni Status
A A A ATV o LEG CC SUB .
STATE BOA MAIN 9999 099999999 1100000_LEGISLATIVE_SERVICES_CC ACCOUNT uso 11000 Inactive >

Figure 9: Title Bank Account Recon Rules Search Results Navigation

8. Uncheck the boxes for each recon rule in the Active column
9. Click Save

Bank Account Reconciliation Rules
SeEI STATE
Bank Code BO& B of Ararea Eaternal Bank ID 099999999
Bah Azsount 9999  LEG £T SUB ACSOUNT Bk Asetunt 8 1100000_LEGISLAT £5_0C
Reconciliation Source Find | View All First 4 10of1 » Last
. =
*Sequence Number| 1 *Source | Recsivables Payments a
Amount Excepfion Q Date Exception (s} Holiday List ID |FF aQ
Reconciliation Rules Personalize | Find | (7] | E,l First ‘4 1110of11 & Last
o
Active *Sequence *Reconciliation Rules Id Reconciliation Rule Alias Date Tolerance Holiday List ID Amount Tolerance Use Rate Table Accounting Template ID
O 1] |PY_11_ALL FLP_REF1 |Q FLP AR EL FLAIR AND ADNDA REF1 DAY_180_180 Q |FF Q Q Q ﬂ j
(m] 2| |PY_11_ALL_FLP_REF2 |Q FLP AR PAP FLAIR AND ANDA REF2 DAY_180_180 Q |FF aQ (¢} Q ==
O 3 |PY_11_ALL FLP_REF3 |Q FLPARIANUMAND ANDA REF3 DAY_180_180 Q, |FF Q Q Q [+ =
]} 4| |PY_11_FLP_EXT_REF_ll|q FLP AR LOCKBX ID TO EXT REFID DAY_180_180 qQ, |FF (s} aQ aQ H =
O 5| [PY_11_ALL_FLP_REF6 |0 FLP DEP ID AND ANDA REFS DAY_180_180 a [FF a a a, ® =
O 8| |PY_1M_FLP_EXT_REF |Q  FLP ONE TOMANY DEP BY EXT REF DAY_180_180 Q |FF Q Q aQ ﬂ j
O 7| |PY_IM_FLP_REF_01 @, FLP ONE TOMANY DEP BY REF1 DAY_180_180 qQ, |FF (s} aQ, aQ + =
O 8| |PY_1M_FLP_REF 02 Q FLP ONE TO MANY DEP BY REF2 DAY_180_180 Q |FF Q Q Q #H =
O 9| |PY_1IM_FLP_REF_03 Q@ FLP ONE TO MANY DEP BY REF3 DAY_180_180 Q |FF Q Q Q ﬂ j
0O 10| |PY_1M_FLP_REF_06 @ FLP ONE TO MANY DEP BY REF8 DAY_180_180 Q |FF Q. aQ aQ ==
=l 11] [PY_11_ALL_REF 01 |Q EACHPAYMENT BY REFERENCE DAY_180_180 q [FF Q Q qQ HE
-n ave W™ Retum to Search Previous in List | |42] Mextin List =] Notify

Figure 10: Bank Account Reconciliation Rules Source Navigation

1. Navigate to the Bank Statement Accounting page
a. Navigation: NavBar > Menu > Banking > Administer Reconciliation > Bank
Statement Accounting
2. Florida PALM will display the Find an Existing Value page
3. Enter External Bank ID: Select the ID that is linked to the bank account you are
inactivating
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4. Enter Bank Account #: Select the bank account you are inactivating
5. Click Search
& | @ <o Q, Search in Menu

r

Bank Statement Accounting

Find an Existing Value @Add a New Value

~ Search Criteria

Enter any information you have and click Search. Leave fislds blank for a list of all values.

Ty Recent Saved
O Searches Choose from recent searches v‘ f m Searches | Choose from saved searches v| /
External Bank ID | begins with v| | 099999999 Q |

Bank Account # | begins with | | 1100000_LEGISLATIVE £ Q |

Statement Activity Type | begins with V| | Q |

- Show fewer options

Figure 11: Bank Statement Accounting Navigation

6. Select the first Statement Activity Type in the Search Results list

e

~ Search Results
4 rows - External Bank ID “099999939” Bank Account # "1100000_LEGISLATIVE_SERVICES_CC"

| View Al
External StaFe_rnent
Bank ID Bank Account # Activity

Type

(099999999 1100000_LEGISLATIVE_SERVICES_CC 856 > I
099999399 1100000_LEGISLATIVE_SERVICES_CC 868 >
099999399 1100000_LEGISLATIVE_SERVICES_CC BTC >
099999999 1100000_LEGISLATIVE_SERVICES_CC BTD >

Figure 12: Bank Statement Accounting Statement Search Results Navigation

7. Change the Active Status to Inactive in the header
8. Change the Active Status to Inactive in the Rule ID Definition Section
9. Click Save

10. Click Next in List to view the next Statement Activity Type
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Bank Statement Accounting

Bank ID 099999999 Account#  1100000_LEGISLATIVE_SERVICES_CC Activity Type 856
GL Business Unit 11000
*Description | BOA ZBA Credit

I *Active Status | Inactive V|I *Activity Default Template |BANK_ZBA_SWEEFP Q

* Test Rules

Rule ID Definition @ 10f1 v View All

wueo [1 ] Rulo DerautTomplate | Q] +[=]

*Active Status | Inactive d

*Description | BOA ZBA Credit

C Positional Match O Pattern Match ® Value Match

From E To E Rule Definition Help

Pattern |

Match Values
E’ 1-10f1 % | view Al

*Match Value *Match Template Description

1||TFR TRANSFER CREL|  [BANK ZBA_SWEEP Q| | BankZBASWesp B

Save | Return fo Search Previous in List I Mext in List I Nofify Add Update/Display

Figure 13: Bank Statement Accounting Activation/Inactivation Navigation

11. Repeat Steps 7-10 to inactivate the remaining Statement Activity Types

Still have questions?
Please contact the Florida PALM Solution Center via the Customer Portal.
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